Stationery Manual 


Part One: Correspondence Materials 


The New Stationerv Design 


The purpose of this manual is to introduce vou to the 
new stationerv design being adopted bv the Bell Svstem 
companies. The design is part of a program of cor- 
porate identification which represents a complete 
change in the visual communications of the Bell Svstem. 
Of the manv visual wavs Svstem companies present 
themselves to their customers and to the public at 
large, stationerv is the most consistent visual expres- 
sion a companv makes. Consequentiv, a coordinated 
program of stationerv among Svstem companies is of 
great importance to both the companv and the Bell 
System. Both are strengthened by the unified look that 
is part of our total identification system. 


This is Part One of a two-part manual. It illustrates the 
new graphic designs on the various stationerv items 
used bv most Svstem companies. The new svmbol is 
shown with logotvpes for both long and short name 
companies. Here we can see the total look of the sta- 
tionerv design as it will apply to all System companies. 
Stationerv Manual/Part One is designed to help Bell 
Svstem companies plan stationerv manuals with their 
own companv logotvpes. A guide for secretaries tells 
how they really complete the design of a letterhead 
with the tvping of the letter. 


Stationerv Manual/Part Two is a separate book. In it 
vou will find the detailed specifications needed for pro- 
ducing finished art for each stationerv item. Part Two 
is a working tool for vour art department or printer. 


Consistencv in the use of the new graphics bv Svstem 
companies is a kev in obtaining maximum identifica- 
tion with the Bell Svstem. Questions will be promptiv 
answered by the Project Chairman — Design and Ap- 
pearance, Environmental Affairs Department of AT&T. 
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The New Stationerv Svstem 


Stationerv Design Components 


On this letterhead and business card vou see the basic ele- 
ments of our stationerv design svstem—a blue bell svmbol 
with the companv logotvpe in black. These are stacked flush 
left over the address which, along with other identifving infor- 
mation, is set in Helvetica tvpe. 


Stacking all copv on the right side of the page makes the total 
design modern and more distinctive than the traditional cen- 
ter or left side format. The validitv of the new design becomes 
clearer, and its strength apparent, when a flush-left tvpe- 
written message is added. This completes the design of the 
page by visually balancing the right-hand stacking block, as 
shown on pages 8 and 9. 


Because vou read a letter close up, there is no functional 
need for the informational copv to be large. And, bv making 
the logo and address less obtrusive, it does not overpower 
the tvpewritten communication. You will see in this manual 
how the different relationship of the bell size to logotvpe size 
on stationerv items has been individualized for each piece. 
On the letterhead the bell is quite dominant. But, on the busi- 
ness card the executive's name dominates. On labels and 
envelopes, shown further on in this book, the relationship 
changes again. 


In order to maintain these different relationships with con- 
sistency, special trademarks have been prepared for station- 
ery use and reproduction sheets are available. Informational 
copv—the address and telephone number—will be typeset in 
Helvetica light. Stationery Manual / Part Two gives detailed 
instructions for proper use of the trademark and how 10 set 
the informational copy. 
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Southwestern Bell 


1010 Pine Street 
St.Louis, Missouri 63101 
Phone (314) 247-3346 


South Central Bell 


Edward J. Nelson P.O. Box 771 
Advertising Manager Birmingham, Alabama 35201 
Informative Phone(205) 321-2193 


December 29, 1969 


Mr. Stanley L. Thurman 

Vice President-Public Relations 
South Central Bell 

701 South 20th Street 
Birmingham, Alabama 35233 


Dear Mr. Thurman: 


Only the printer and our secretaries generally see the company 
letterheads without a typewritten letter on the sheet. In fact you 
might say that it is the secretary who visually completes the design 
of our new letterhead. Her typewritten message is a visual balance 
for the printed components stacked on the right side of the page. 


This is an example of a letter typed in the contemporary format 
which fits so well with our new letterhead design. Everything lines 
up with the left margin, including the signature block. A printed 
title or department name sets the margin. The date should be typed 
equidistant between the executive title and the addressee. 


On our general company letterhead, without an executive title or 
department name, the left margin should be one and one-half inches. 
The date should be typed on the left side equidistant from the 
bottom of the company address and addressee. Paragraphs are not 
indented in this format. 


The light tick mark on the extreme left edge of the sheet signals 
the typist that she has approximately four lines to complete her 

letter or approximately ten lines before she should continue on a 
second page. 


Sincerely, 


St. Al heba. 


Edward J.“ Nelson 
Advertising Manager 
Informative 


EJN:ik 


—^ "ea 


New York Telephone 


Edward J. Nelson 140 West Street 
Staff Employee New York, N.Y. 10007 
Information Manager Phone (212) 394-2701 


December 29, 1969 


Mr. Thomas R. Cripps 

Vice President-Public Relations 
New York Telephone 

140 West Street 

New York, New York 10007 


Dear Mr. Cripps: 


When the typewritten message is added to a letterhead, 
it should have a balancing effect on the design components of that 
letterhead. So, it's actually the secretary who completes the 
letterhead design with her typing format. 


We believe that the contemporary typing format shown on the 
opposite page contributes to the visual balance of the page, and thus 
enhances the new design. But at the same time, we recognize that 
there may be executives and secretaries who would prefer to use 
the more traditional and more conservative typing format shown here. 


As this page demonstrates, the new letterhead will work as 
well when using this traditional typing format. The secretary 
should line up the addressee with the department or executive 
title on the left side. On the general letterhead - those with- 
out the executive title or department name - the left margin should 
be one and one-half inches. The date, placed on the right side 
in this typing style, should also be equidistant from the bottom 
line of the company address and the top line of the addressee. 

It should line up with the left edge of the logo and address block. 
Paragraphs are traditionally indented five spaces. 


The complimentary close and signature are typed in block 
alignment in the right lower corner in this traditional format. 


Sincerely, 


ote A han. 


Edward J.“ Nelson 
Staff Employee 
Information Manager 
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Stationerv Design Applications 


On the following pages vou will find examples of the 
various stationerv items used bv most of the Svstem 
companies. Where space is limited, only the top part 
of a letterhead is illustrated. 


You will also notice that the dimensions shown for 
standard letterheads are 8% x 10%. Most so-called 
812 x 11 letterheads are actually this slightly smaller 
size to allow for square trim of the full printing sheet. 


In describing stationerv items in this manual, dimen- 
sions and paper specifications are for identification 
purposes oniv. In producing finished art for stationerv, 
alwavs follow the detailed specifications in Stationerv 
Manual / Part Two. 


General Company Letterhead (8% x 10%) 
This is the basic company letterhead 

used for outside correspondence. 
Approved addresses and telephone numbers 
of other locations mav be substituted for 

the headquarters location shown. 

Paper recommendation: Natural white, 
Wove finish 20 Ib. Rag content 2590 

Printed onionskins for copv sheets 

use these art and type specifications 

but all art and type is in Bell Blue. 


Western Electric 


195 Broadway 
New York, N.Y.10007 
Phone (212) 571-2345 
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Department and 

Business Office Letterhead (8% x 10%) 
The same as the general company letterhead 
with the added identification of a 

particular department, or business office. 
Authorized address changes may be made. 
Paper recommendation: Natural white, 
Wove finish 20 Ib. Rag content 25% 

Printed onionskins for copy sheets 

use these art and type specifications 

but allart and tvpe is in Bell Blue. 


Business Office 


Northwestern Bell 


100 South 19th Street 
Omaha,Nebraska 68102 
Phone (402) 344-2101 


General Executive Letterhead (8% x 1074) 
Name and title 

The same as the general 

companv letterhead with the addition of 

an official's name and title. 

Paper recommendation: Natural white, 
Wove finish 24 Ib. Rag content 2596 

Printed onionskins for copy sheets 

use these art and type specifications 

but all art and type is in Bell Blue. 


Edward J. Nelson 
Advertising Manager 


Cincinnati Bell 
225 East Fourth Street 


Cincinnati, Ohio 45202 
Phone (513) 397-2495 
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General Executive Letterhead (8% x 10%) 
Name, title and department 

The same as general 

company letterhead with the addition ot 

the person's name, title and department. 
Paper recommendation: Natural white, 

Wove finish 24 Ib. Rag content 25% 

Printed onionskins for copy sheets 

use these art and type specifications 

but all art and type is in Bell Blue. 


Edward J. Nelson 
Communitv Relations Manager 
Public Relations Department 


Southwestern Bell 


1010 Pine Street 
St.Louis, Missouri 63101 
Phone (314) 247-3346 


Second Sheet (8% x 10%) Record Copv (836 x 1074) 


For use as a companion second page Paper recommendation: blue or green. 
with executive letterheads. 8-9 Ib. All chemical wood pulp, flat finish. 
Paper recommendation: Natural white, For maximum permanence or 
Wove finish 24 Ib. Rag content 25% extreme manifolding, substitute 


7 Ib 10090 rag, smooth finish 


Record Copy: Southern Be 
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Illinois Bell 


225 West Randolph Street 
Chicago, Illinois 60606 


©) Wisconsin Telephone 


722 North Broadway 
Milwaukee, Wisconsin 53202 
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Air Mail 


General Company Envelope (No. 10) Paper recommendation: Air Mail Envelope (No. 10) 
This envelope will serve Natural white, wove finish 20 Ib. Paper recommendation: Natural white, 
as the companion piece for Rag content 25% Wove finish 13 Ib. Rag content 25% 


the following 8% x 10% letterheads: 
1 General Company letterhead 

2 Executive letterheads 

3 Business Office letterhead 

4 Department letterhead 


General Business Cards (2 x 3%) 


Paper recommendation: 


Thin Card Bristol 110 Ibs. Rag content 5096 


Edward J. Nelson 
General Personnel Supervisor 


Salary Plan and Job Evaluation 


© 


Bell of Pennsylvania 


One Parkway, Philadelphia 
Pennsylvania 19102 


Phone (215) 466-3376 


909696 


939399939 
90966 


| 


Paper stock for the air mail envelope 


is thin and almost translucent. 


To mask the contents, an overall 
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New EnglandTelephone 


Edward J. Nelson 185 Franklin Street 
Vice President Boston, Massachusetts 02107 
Phone (617) 743-3294 


 Executive/ Company Formal Stationery 
This is an optional design more formal 
than the general executive letterhead. The bell 
_ symbol is blind embossed instead of printed. 
_ On the letterhead the company name, person's 
_ name and title may be engraved or printed. 
The executive stationery system consists of 
the following: 
= Monarch Letterhead 7% x 1012 : f 
Monarch Envelope (No. 8) 4 x 7⁄2 Edward J. Nelson Vice President 
Paper recommendation: Natural white, 
Wove finish 28 Ib. Rag content 100% 
Business Card 2 x 3» 
` Recommended card stock: New England Telephone 
Thin white plate 75 lb. Rag content 100% IS FENN Siet 
Boston, Massachusetts 02107 
_ Printed onionskins for copy sheets Phone (617) 743-3294 
use these art and type specifications 
but allart and type is in Bell Blue. 


New England Telephone 


185 Franklin Street 
Boston, Massachusetts 02107 


Edward J.Nelson 


N $ 195 Broadway 


NewYork, N.Y. 10007 
— — Phone (212) 393-1000 


:xecutive/ Personal 
For personalized correspondence from the 
usiness address of persons at management 
designated bv the companv. 
company name is omitted, address retained. 
bell svmbol is blind embossed. 
and other informational copv mav be 
or engraved. 
arch Letterhead 71/4 x 10⁄2 
arch Envelope (No. 8) 4 x 7/2 


Paper recommendation: 

White wove finish: 28 Ib. Rag content 10096 
Printed onionskins for copy sheets 

use these art and type specifications 

but all art and type is in Bell Blue. 


Es 


Edward J. Nelson 
195 Broadway, New York, N.Y. 10007 


Alternate General Companv Letterheads — Optional 
This optional placement of the design unit 

is for those companies who prefer a 

conservative letterhead rather than a modern format. 
The design unit— bell svmbol, 

companv logo, and address intact 

may be shifted to the left side of the page. 


New Jersey Bell 


540 Broad Street 
Newark, New Jersey 07101 
Phone (201) 649-4135 


Edward J. Nelson 
Personnel Supervisor 


Company Memoranda Sheets 

(8% x 10% and 8% x 7%) 

This form may be used for 

inter-companv correspondence where 

a less formal correspondence is desirable 
yet company identification is needed. 

In addition to the standard sheet, 

a short memo format may be used. 

Paper recommendations: 

White wove finish 16 Ib.no.1 sulphite. 


to: 


from: 


subject: 


931 Fourteenth Street 


Denver, Colorado 80202 
Phone (303) 266-4344 


Edward J. Nelson 
Displav Supervisor 
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Indiana Bell 


26 


227 Church Street, New Haven, Connecticut 06506 


| Southern New England 
| Telephone 


Mailing Labels 

(4x7 and 3x 5) 

Two sizes of labels 

have been recommended. 
The large label is 

for fourth-class mail. 

The smaller label is for use on 
either small packages 

or large envelopes. 
Paper recommendation: 
English finish 

Pancake gummed 50 Ib. 


821 Second Avenue, Seattle, Washington 98104 


Pacific Northwest Bell 
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Inter-Department Envelope (912 x 12%) 
Considerable mail is received 

in natural kraft envelopes of this size. 
Therefore, we have recommended a grey kraft 
to make our inter-departmental 

deliveries stand out. 

Paper recommendation: grey kraft 28 Ib. 


"ssenger service only 


Notto be used in U.S. Mail. 
Toexpedite delivery 

please address adequately. 

Use only one consecutive space 
for each address. 

Use all spaces 

before discarding envelope. 


First Class Envelope (9 x 12) 

For the considerable 872 x 11 material 
that must be mailed flat 

a first class 9 x 12 envelope 


is widely used by System companies. 


The diamond design serves a 


functional purpose for the post office. 


It distinguishes this first class envelope from 


slower mail in this size envelope. 


Paper recommendation: sub. 32 white kraft 
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Pacific Telephone 


116 New Montgomery Street 
San Francisco, California 94105 


First Class Mail 


Part One of the Stationerv Manual has presented 
examples of most of the stationerv items used bv Svs- 
tem companies—showing the application of our new 
graphic designs. We hope it will prove helpful in plan- 
ning your company's stationery system and manual. 
However, be sure to refer to Part Two for the specifica- 
tions to use in the preparation of finished art. For those 
working only in one area of our visual identification we 
would suggest that vou become familiar with the Bell 
Svstem Corporate Identification Program Manual. Vou 
will find that the overview presented there will be help- 
ful. It demonstrates how each aspect of the program 
fits into the total program adding impact and making 
our visual communications more effective. 


If there is anv question raised bv this manual please 
write to the Project Chairman — Design and Appear- 
ance, Environmental Affairs Department of AT&T. 


AT&T 
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